Ainsdale Medical Centre
Patients Participation Group

Terms of Reference

Name

The group shall be called the Ainsdale Medical Centre - Patient Participation Group (AMC - PPG)

Aims

To strengthen the relationship between the Practice and its Patients and to assist the Practice in continuing to improve its provision of healthcare, communications strategy and dialogue with key stakeholders.

Objectives

The objectives of the Group are to:

Provide a Patient perspective input to the Practice
Represent the Patients of the Practice in a forum to discuss relevant issues
Provide constructive feedback and challenge to the Practice on patients’ needs, concerns and interests
Inform, influence, and support local decision-making by the Practice
Promote good health by supporting the Practice and its Patients in becoming better informed about healthcare options, local groups and support services
Monitor developments in local and national healthcare provision through liaison with Commissioning Teams and other Community, user-led groups and Patient Participation Group (PPG) fora.

Membership

Membership of the Ainsdale Medical Centre - Patient Participation Group (AMC PPG) is open to all patients and staff and shall include:

Patient Representatives
Practice Representatives
Membership is restricted to Patients registered with the Ainsdale Medical Centre (AMC)

And as such:
All members will be expected to respect the ground rules for meetings and conduct
Membership of the PPG shall be terminated if a person ceases to be a Patient of the Practice 
Membership of the group does not confer any priority or right to preferential treatment, nor does it alter the existing NHS processes for handling complaints 
The PPG shall consist of not more than 20 Patients of the Practice, including elected Officers, namely Chairman, Vice-Chairman and Secretary 
A Practice representative will represent Ainsdale Medical Centre (AMC), as a Core Member of the PPG Team.The PPG forum is open to all staff at AMC.
The Patient Participation Group (PPG) may co-opt members to provide specific expertise and contributions from time to time when appropriate to do so
The total number of co-opted members must not exceed half the number of elected members

Election & Tenure of PPG Representatives

Members of the PPG may choose to join at any point in the year and may leave the Group at any point in the year.  At the AGM, the Chair will note the names of the current members of the Group to record as part of the AGM minutes.

All Members of the PPG shall retire annually at the Annual General Meeting but shall be eligible to be elected or co-opted again.

To maintain continuity of the Group, the Chair will serve for two consecutive years at a time. The Chair may be re-elected up to 2 times therefore serving a maximum of 6 years.  If a new Chair needs to be elected part-way through the year then their first tenure as Chair will start at the date of the next AGM.


Diversity & Conduct Statement

The PPG is not for the airing of an individual Member’s specific problems or personal grievances.  These must be addressed with the Practice Manager outside of the meeting using the Practice established feedback routes
All Members will be expected to respect the rules of confidentiality and not to discuss personal or sensitive information outside the meeting
The Group is apolitical (non-party political) and non-sectarian with respect to religious beliefs or ethnic backgrounds
The PPG and the Practice will make every effort to ensure that Members of the Group are representative of the patient demographic of the Practice
The Patient Participation Group may seek input from other relevant local community groups to provide specific expertise and to ensure that the group remains inclusive and representative

Meetings

Conduct

Members will make every effort to attend at least fifty percent of the main PPG meetings each calendar year.  Apologies and those present will be recorded.  

Meetings will start and finish on time and follow the agreed agenda.  Members will focus on delivery of results through mutual support and completion of tasks.

Members undertake to read all essential pre-read material sent out at least one week in advance of a meeting.

Members will listen, be flexible, take account of differing opinions and promote respectful, constructive and honest discussion through courteous exchange of views. 

Use of mobile phones and other disruptive practices will be avoided during meetings.  

Members will observe meeting protocols, raising issues through the Chair and speaking up when asked to provide comment.

Frequency

Patient Participation Group meetings will be held four times a year.

Meeting dates will be publicized in advance. All meetings will have an agenda and minutes. Duration will typically be 1hour but will depend on the Agenda.

Annual General Meeting (AGM)

An Annual General Meeting will be held each year.  Notice of the date, time and place of the meeting will be given via the Practice website, notice boards and by E-Mail notification.

Any item for the agenda must be sent to the Chair for consideration at least three weeks prior to the date of the AGM. Duration will typically be 1 hour 30 minutes.

Special General Meeting

A Special General Meeting shall be held if at least one third of the Voting Members of the current PPG request it in writing stating the reasons to the Chairperson or the Secretary.

The date of the meeting shall be advertised in the Practice for at least 14 days in advance, and must be held within 21 days of receipt of a written request.

The meeting shall be for the purpose of altering the Constitution in accordance with, or in consideration of any matter referred to it by the Patient Participation Group (PPG), or for any other purpose.

Quorum

One third of Members shall form a quorum at meetings of the Patient Participation Group. 

Six Members shall form a quorum at Annual General Meetings (AGM).

There should be at least one member from the Practice at each meeting of the PPG.

Voting

All questions, or decisions arising at any meeting shall be decided by a simple majority vote of those present and entitled to vote. No member shall have more than one vote. 

When a vote is tied the Chair will have the casting vote for all decisions. In the absence of the Chair the Vice-Chair will have the casting vote.

One member of the Practice will act as the nominated PPG Member and is entitled to vote. In their absence, the Practice will nominate an alternate representative, who will attend the meeting in an advisory capacity and will have voting rights.

Only those co-opted members who are registered with Ainsdale Medical Centre will be entitled to vote. Any other co-opted representatives will not have voting rights.
 
Virtual Members of the PPG do not have any voting rights.

Agenda

Any Member wishing to place an item on the Agenda should contact the Chair at least two weeks prior to the meeting.  Notice of three weeks is required for any items to be placed on the Agenda for the Annual General Meeting (AGM).

Reporting 

The Chair is responsible for organising the Agenda.  The Secretary is responsible for taking and distributing the Minutes and Action Points of each meeting.

Draft Minutes of each meeting will be forwarded to the Chair within two weeks of the meeting and published with the agreement of the Chair and the Practice Representative within one month of that date.

An official record of all Minutes, including all key discussion points and action items, will be kept by the Secretary.

A copy of the most recent Agenda, Minutes and any associated documents will be published on the AMC-PPG website within one month of the meeting date.

At each AGM the Chair of the PPG shall present a report of the activities and achievements of the PPG during the previous year. 

Conflicts of Interest

Members of the PPG will declare to the Chairperson, any personal or professional conflicts of interest, or any other matters, which might be perceived to compromise their impartiality as a member of the Patient Participation Group forum. For transparency, the Chairperson should declare any such interests to the Group as a whole.

Local & National Representation

Ainsdale Medical Centre - Patient Participation Group (AMC - PPG) is affiliated to the National Association for Patient Participation (NAPP) and has representation at local and national level, including Sefton, Cheshire & Merseyside ICS, local Commissioning Teams, other Community user-led groups, and Patient Participation (PPG) Forums.

Working Sub-Groups

The Patient Participation Group may, at any time, establish sub-groups to deal with specific issues, tasks, or assignments relating to activities. They may consist of core PPG Members supported by “volunteers” who are not elected members of the PPG Forum.

Other Activities

PPG Members may offer assistance to help with the administration of vaccination clinics and other public events which require additional personnel to ensure smooth running.

Finance

The PPG does not raise or hold funds. Reasonable and prior approved ‘out of pocket’ expenses on behalf of work carried out for the PPG should be claimed from the Practice. 

Annual Associate Membership of the National Association of Patient Participation (NAPP) will be paid by the Practice.

Review of Terms of Reference

The Terms of Reference (ToR) will be reviewed each year at the Annual General Meeting (AGM) to ensure that they are fit for purpose. 

An electronic copy of the Terms of Reference will be available on the Ainsdale Medical Centre - Patient Participation Group (AMC-PPG) website. A hard copy of the ToR may be requested from the Practice.








